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Activating and Deactivating Personnel 

When personnel have left the district and have been removed from your spreadsheet, that 
employee becomes “deactivated”. Observations and/or any other form created for that 
employee is no longer viewable. Should personnel leave the district, their records may need to 
be transferred elsewhere. In order to view, print these records, the forms will need to be 
temporarily activated. 

 

Only personnel with District Administrator privileges in the system may perform this function. 

 

Click on SITE MANAGER icon. 

 



Click on the box to expand your school district to find the name of the school of interest:  



Highlight the school name. Notice, details appear in the right-hand 
pane. 
 
Next, click on MEMBER. 



Expand the role of the person you are looking for, in this case Teacher. Click the link VIEW 
INACTIVE MEMBERS.  

Next, click on the green arrow key to the left of the employee’s name you’d need to 
reactivate. The name will automatically be removed from inactive membership. 



By clicking on VIEW ACTIVE MEMBERS, you will see Ms. Allen is again active.  



Using the green toolbar, navigate back to the Observation Manager screen. When it 
opens, highlight the employee records you’d like to view, being sure to click the 
appropriate School Year: 

NOTE:  
Once you have viewed or printed the appropriate records, be certain to deactivate the 
employee once again using the Site Manager icon process. 


